
Didja Know?

• Do you know what is the last day for entering 
orders in DTS?

• Do you know what to do if you need orders that 
cross fiscal years?

• Do you know what constitutes an orders 
Emergency?

• Follow these instructions and you can solve the 
“mystery” of what to do.



Prior Planning!
What’s that?

If you have a trip, meeting, 
conference, training, or any other 
event that requires you to travel 
you MUST have your signed 
request in DTS NLT 29 Jul 10.

This the absolute positively no whining no 
exceptions date!

29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  



Ok, I’ll Stop Already!

So, if you need orders for any of the 

following, you will have your orders 

in DTS and SIGNED NLT COB 29 

July 2010:

29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010



This is What I’m Talking About

• AGR Tvl Orders

• AGR Schools

• AGR AT Orders

• Tech Tvl Orders

• Tech Training Orders
• That about covers all of them!

29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  



Prior Planning!
What’s that?

• Now go check those emails, memos, 
training schedules, calendars, whatever you 
got.

29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  



Drop Dead Date

• All Reviewers in the Routing List must 

have their “Documents Awaiting Your 

Approval” queue cleared out and to the 

Program Manager/Approving Official by 

COB 30 July 10.



But I Have an Emergency!

Ask yourself this:

• Am I bleeding?

• Is the armory on fire?

• No?? Then there is no EMERGENCY!

Training events are not an emergency

29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010



But I Really Do Have a Valid 

Emergency 
after 29 Jul 10

• You are required to upload WRITTEN 

JUSTIFICATION from your AO, Directorate, 

or MSC that informs the Program Manager  

you have a valid emergency.

• PM will validate availability of funds with 

USPFO before request is Approved.



Where Do I Upload This Thing?

Already I can’t remember…..

• Expenses

• Substantiating Records…….just like you 

do receipts when you file your vouchers.

• See next slide.



Upload your justification for that “emergency” order.



Remember the Rule?

• No Orders = No Travel



What About Fiscal Year 2011?

• For any travel after 1 Oct. 10

• Enter your DTS request for FY 11 

after 15 September 2010.



What if My Orders Need to Cross 

Fiscal Years?

• Two orders MUST be cut.

• So, get the first order in DTS NLT 29 

July 2010.

• Get the second order in DTS on or 

after 15 September.



What About My Per Diem?

• How do I get my full per diem 

when I cross fiscal years??

• Check the next slides and we will 

show you.



In Place Per Diem
• If you are requesting two orders to cover 

an overlap in Fiscal Years, you will need to 

ensure that you are getting the full per 

diem entitlement for the last day of the FY 

10 and the first day of the FY 11 order.

• You need to edit Per Diem.

• Understood?? (see next slides)



Editing Per Diem

• Click on Expenses

• Click on Per Diem Entitlements.

• Follow the next slides.
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This is the order that cover 

26 – 30 Sep 10

Click the “Edit” button next to 

09/30/10

09/26/10

09/27/10

09/28/10

09/28/10

09/30/10



When you get to the Expenses – Per

Diem page, scroll down and click on 

“In Place”.

Then “Save These Entitlements”

Click
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This is the order that cover 

01 – 05 Oct 10

Click the “Edit” button next to 

10/01/10

10/01/10

10/02/10

10/03/10

10/04/10

10/05/10



When you get to the Expenses – Per

Diem page, scroll down and click on 

“In Place”.

Then “Save These Entitlements”

Click



Ta-Da!

And now you know the answer to:

When is the last day to request 

orders in DTS?

29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010 29 July 2010 29 July 2010 29 July 2010  29 July 2010


